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Cancelling an Express PO (Purchase Order)

Use this tip sheet to cancel an Express Purchase Order under the
following circumstances:

1) The Express Purchase Order was entered by mistake
2) The Express Purchase Order is a duplicate

3) The Express Purchase Order is required to be canceled by the
Purchasing organization.

An Express Purchase Order must be in one the following states in
order to be canceled:

An Express Purchase Order is allowed to be canceled when the PO
Status is: ‘Approved’ (whether Budget Checked or not Budget
Checked) and there is no activity, or the PO Status is: ‘Dispatched’
and there is no activity. No activity means the Express PO does not
have any receipts or associated vouchers posted against it.

An Express Purchase Order is NOT allowed to be canceled when the
PO Status is: ‘Dispatched’ or ‘Approved’ and it has had activity.

The steps and messages will be different when cancelling an
Express PO based on what status the Express PO is in prior to
cancelling it. These instructions provide the steps to cancel an
Express PO for the most common scenarios. If you need to cancel
an Express PO which does not fit the most common scenarios, you
should call the Procurement Office or complete a Help Desk ticket
for further assistance.

GEARS Navigation

Main Menu> Purchasing > Purchase Orders >
Add/Update Express POs — Express Purchase
Order page

e )
Favorites . Main Menu > Purchasing » Purchase Orders » Add/Update Express POs

- -
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Cancelling an Express PO (Purchase Order)

1.0

Process

GEARS Quick Reference Tip Sheet

This document is intended to provide a quick reference to cancelling an Express Purchase Order within GEARS.

STEP

ACTION

DETAILS

1.

Select the "Find an Existing Value" Tab

Express Purchase Order

onthe PUrchase Order
screen, enter PO ID:

Express Purchase Order

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Favc;rites MainvMenu b Purcq'asing > Purchas$ Orders » Add/Update Express POs

Express Purchase Order

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a Mew Value

= Search Criteria

Business Unit: = - IMDJUD Q

PO ID: begins with ~((__ D
Purchase Order Date: = - | e

PO Status: = - -
Short Vendor Name: W | Q

Vendor ID: begins with - | Q
Vendor Name: begins with - | Q

Buyer: begins with - | Q

Buyer Name: W | Q

PO Type: - - -
Purchase Order Reference: begins with - |

Hold From Further Processing

Case Sensitive

Search Clear | Basic Search 5] Save Search Criteria

Click the Eecsch button.
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To cancel this purchase order, click the
Cancel PO icon (red X).

IR AL

Home | Werkst | UshiChasnsl Cossole Pats
Favorkes  Main Meou Pwd“wu'-u » Purchase Orden > Add/Update Express POs

0 New Window

Express Purchase Order
Purchase Order

Business Unit

MOJUD PO Status:
POID: 0000041044 Budget Status:
Copy From: | [ Hold From Further Processing
Header
: _ . el

PO Date: 197 B veoser Sescn Doe T Status e

Backorder Staus: Nt Backe .
“ender
e, Receipt Stahs; ——
uer *Euspatch Method: ot
PO Reference: Amoust Summary
Mascer Dataity Marchandise:
B0 Detaulty FreightTax/Misc. Calaitate
Reguisitiony Total Amount: 525 ul
B Agnici Encumbrance Balance: a oy

Sebect Lines To Display
U —_ I Lioa: Q1 o Reieve
4 g Pt D gore O ot
: cripticn PO Gty UOM  Category Merchandise Amt gl
Cancel PO icon,

#.0000 [eerice_surPLiey,

IO son § mE

rea X

& save

i Rt Search o Pkl 47 Bl 2] Ne &

>

PO Status:
Budget Status:

Dispatched
Valid

1

® %

ey

[“] Hold From Further Processing

A message will be displayed explaining
that cancelling a purchase order will
prevent any further changes, and
asking if you would like to continue.

Click the Yes button.

Message

Canceling a8 purchase crder will commit any changes made and prevent further changes. Continue? {10200,515)

‘When you mark 8 purchase order as canceled, the system does not allow any further changes to the purchase order. Any
changes made, however, will be stored on the purchase order.

If your Express PO had a PO Status of
‘Approved’ but had NOT been budget
checked or dispatched, then a message
will be displayed explaining that the
“The PO cancelation was successful”.

Click the OK Button.

Favorites - Main Menu > Purchasing » Purchase Orders > Add/Update Express POs

Express Purchase Order
Cancel Purchase Order

The purchase order cancelation was successful.

B save| Q& RetumioSearch | [ Moty | @ Refresh | Eradd| [ Updateispiay)
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If your Express PO had a PO Status of
‘Approved’ and had been budget
checked, but had NOT been
dispatched, then a message will be
displayed explaining that the “The PO
has been canceled, but requires a
budget check.”

Click the Budget Check Button.

Favorites | Main Menu » Purchasing » Purchase Orders
- - - -

Add/Update Express POs

Express Purchase Order

Cancel Purchase Order

The PO has been canceled, but requires a budget check. Press the Budget Check button below to run the
budget checking process. Otherwise, click OK to centinue without budget checking the PO.

Budget Chedk e

Goto: View Budget Status- Prorated Budget Status- Mon Prorsted
@ Save | L4 Retumn toSearch | |[=] Netify | s Refresh [F Add Lipdate
If your Express PO had a PO Status of ORAl _
Home | Workist |
8. lDISpatChed' but had NOT been Favorites = Main Menu » Purchasing » Purchase Orders : Add/Update Express POs

received or vouchered, then a message
will be displayed explaining that the
“PO has ‘Pending Cancel’ status, but
requires a budget check.”

Click the Budget Check Button.

Express Purchase Order

Cancel Purchase Order

PO has 'Pending Cancel' status, but requires a budget check. Press the Budget Check button below to
run the budget checking process. Otherwise, click OK to continue without budget checking the PO.
Also, PO has 'Pending Cancel’ status. Dispatch PO to set the status to "Canceled'.

Budget Check Ok

Goto: View Budget Status- Prorated Budget Status- Non Prorated

E Save

.c'\ Return to Search E| N otify

s Refesh

Ewadd,| | FlipdateDisplay

If your Express PO had a PO Status of
‘Dispatched’ and had been partially or
fully received, then a message will be
displayed explaining that the “Line has
been received, you may not cancel
/line/schedule/distribution.”

NOTE: This Express PO cannot be
canceled.

Favorites = Main Menu > Purchvasmg 3 Purchas$ Orders > Add/Update Express POs

Express Purchase Order

Cancel Purchase Order

Business Unit: MDJUD PO ID: 0000044343 Vendor: PITNEY-BOW-001

Return to Main Page

Personalize | Find | view a1l | ﬂ.| B First 0 1 0f1 0 Last

Line Sched Distrib Message
1 1 1 Line has been received. you may not cancel line/schedule/distribution.
E Save Q\ Return to Search E N otify ’:J Refresh Eﬁ Add : Wpdates
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10.

If your Express PO had a PO Status of
‘Dispatched’ and had been tied to an
active Voucher, then a message will be
displayed explaining that the “The PO
Line is tied to an active Voucher,
therefore it may not be canceled.”

NOTE: This Express PO cannot be
canceled.

Favorites = Main Menu > Purch'asing ¥ Purchass Orders » Add/Update Express POs

Express Purchase Order

Cancel Purchase Order

Business Unit: MDJUD PO ID: 0000044346 Vendor: RUDOLPHSOF-001

Heturn to Main Page

Personalize | Find | View A1 | B | B First Kl g or1 I3 Last

Line Sched Distrib Message
1 1 1 The PO Line is tied to an active Voucher; therefore it may not be canceled.
E Sawve & Return to Search El Notify QJ Refresh E‘o Add : Update/Dispiay

11.

To view your Express Purchase Order
after you cancel it go to: Main Menu>
Purchasing > Purchase Orders > Review
PO Information > Purchase Orders -
Purchase Order Inquiry page

12.

On the
Purchase Order Inquiry

screen, enter PO ID:

Main Menu > Purchrasing b Purchas$ Orders > Review P[}‘gnformation » Purchase Orders
.

Favorites Main Menu > Purcllasing H Purchass Orders : Review POY[nformation ¢ Purchase Orders

Purchase Order Inquiry
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Business Unit: = - JmpJup Q
PO ID: begins with ~ [ _ _
Contract SetiD: begins with ~ | Q
Contract ID: begins with ~ | Q
Release Number: = -

Purchase Order Date: = - | 2]
PO Status: - - -
Short Vendor Name:  begins with = | Q
Vendor ID: begins with = | Q
Vendor Name: begins with ~ | Q
Buyer: begins with ~ | &}
Buyer Name: begins with - | Q

[l Case Sensitive

Search Clear

Basic Search [§) Save Search Criteria

13.

Search

Click the button.
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If your Express PO had a PO Status of
14. ‘Approved’, your Express Purchase
Order will now have a ‘Canceled’ PO
Status.

If your Express Purchase Order had a
15. PO Status of ‘Dispatched’, your Express
Purchase Order will now have a ‘Pend
Cncl’ (Pending Cancel) PO Status until it
has been dispatched by the Purchasing
Department.

NOTE: The Purchasing Department will
need to be notified when your Express
Purchase Order is ‘Pend Cncl’ (Pending
Cancel), so they can dispatch your
Express Purchase Order to the vendor
informing them that your Express
Purchase Order is canceled.

Favortes = Main Menu > Purchasing > Purchase Orders » Review PO Informaton » Purchase Orders

Purchase Order Inquiry
Purchase Order

Business Unit MDD FO Status Canceie>

PO ID; 0000044342 Budget Status Vand
~ Header
PO Date: 04/28/2014 Do Tol Status: Valid
Vendor Hame: PITNEY-BOW-001 Backorder Status Not Backordared
WVendor ID. 0000000284 Venger Detsils Receipt Status Not Reavd
Buyer FIELD BUYER Hold From Further Processing
PO Reference: Amount Summary

Merchandise: 0.00
Hesder Detsils Al RTY Document Status

FreightTax/Misc.: 0.00
Hesder Comments Mstching

Total 0.00USD
Chsnge Orcer Activity Summary

Encumbrance Balance: 0.00USD

Personaiize | Find | View 21 | B | B8 First T qor1 O Lot

Line Item 1D ltem Description Category POy e f—
= s621- -
1 =) W (OFFICE_SUPPLIES EA 0.00[usD Canceled | (2 =
£ Rewm o Search | [ Notity = =
7
Wome | Wordst | WutichamneiConsoe |

Favorites | Main Menu 7 Purchasing > Purchasg Orders 7 Review PO Information ; Purchase Orders

I New Window 2 |

Purchase Order Inquiry
Purchase Order

Business Unit: MDJUD PO Status:
PO ID: 0000044340 Budget Status: Valid

Change Order: 1
- Header
PO Date: 04/28/2014 Doc Tol Status: Valid
Vendor Name: PITNEY-BOW-001 Backorder Status: Not Backordered
Vendor ID: 0000000264 Vendor Details Receipt Status: Not Recvd
Buyer: FIELD_BUYER Hold From Further Processing
PO Reference: Amount Summary
Merchandise: 0.00
Header Details ARV Document Status FroightTaxise: "0
Header Comments Matching o
Change Order Acthity Summary Total: 0.00USD
Encumbrance Balance: 0.00USD

Personaiize | Find | View Al | B |

Merchandise

After your ‘Pend Cncl’ (Pending Cancel)
16. Express Purchase Order has been
dispatched by the Purchasing
Department, your Express Purchase
Order will have a ‘Canceled’ PO Status.

Line Htem 1D Htem Description Category POty om erene status
1 .3 REORDER #621-1 RED MK OFFICE_SUPPLIES EA 0.00USD Canceled | () ]
CARTRID
& Retum toSearch| [ Notify FRelated Links]
ORA
Home
Favortes | Main Menu » Purchasing » Purchase Orders > Review PO Information  Purchase Orders
Purchase Order Inquiry
Purchase Order
Business Unit MDD PO Status
PO ID 0000044340 Budget Status valia
Change Order: 1
PO Date: 0412872014 Dos Tol Status Valid
Vendor Hame: FITHEY-BOW-001 Backorder Status Hot Backordered
Vendor ID: 0000000264 Vendor Details Receipt Status: Hot Recvd
Buyer: FIELD_BUYER Hold From Further Pracessing
PO Referance: Amount Summary
WMerchandise: 0.00
Heeder Details Al RTY Document Stetus
— —— E— FreightTax/Misc. 000
Header Comments Matching ==
. Total 0.00USD
Chenge Order Activity Summary
Encumbrance Balance: 0.00USD
Personle | Find | view Al | B | 1 Fist K1 g 0f1 O Lot
Line Item 1D Htem Deseription Category PO Gty uom ferchandize Status
1 B W (OFFICE_SUPPLIES EA 0.00/usD Canceled | =
£\ Retum o Search [T Notify 27 Related Links

@ Important

This document is intended to provide a quick reference to completing standard transactions within GEARS. Please refer the

appropriate User Procedures and/or online references for any corresponding policies regarding this process.
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